CM/ECF Attorney Manual Change of Address

Notice of Change of Address

STEP 1 Select Bankruptcy from the Main Menu, then click on Notices.
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STEP 2 The Case Number screen displays.

Case Number
[03-20837

MM%

¢ Enter a Case Number and click on the Next button.

STEP 3 The Select the Type of Notice screen displays.

Ahandonment B
Amended Notice of Motion

Appearance and Reguestfor Serice

Change of Address

D%DF(S) Motice of Conversion to Chapter 7

Default

Meeting of Creditors Continued/Rescheduled (Ch. 7/11)

MotionfApplication |
M Clear
¢ Scroll through the options and highlight Change of Address.
¢ Click on the Next button.
STEP 4 The Joint filing with other attorney(s) screen displays.

r Joint filing with other attorney(s).

L3

¢ Click in the box filing a joint notice to add the additional attorney.
¢ Click on the Next button.
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STEP 5

¢
¢

STEP 6

<> &

STEP 7

¢

The Select the Party: screen displays.

Select the Party:

GMAL, [Creditar] ;
Jones. Jr. Charles |. [Trustee]
Smith, Lisa [Joint Debtar]

Sith, John Daoe [Debtor]

RS | Clear |

Click on the party’s name.
Click on the Next button.

The Select the pdf document screen displays.

Select the pdf document (for example: C:\199cv501-21.pdf).
Filename

|O:\,PDFfiIes\E|ankruptcy-Natice.pdf Browse... |
Attachments to Document: & No «~ Yes

s

M Clearl

Type the path and file name in the blank box, or
Click on the Browse button to navigate to the appropriate directory and file.

The Docket Text: Modify as Appropriate screen displays.

Docket Text: Modify as Appropriate.

Notice of Change of Address Filed by Joint Debtor Lisa Smith ,
Debtor John Doe Smith | . (Bailey, Attorney)

Add additional text if appropriate.
Click on the Next button.
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STEP 8 The Docket Text: Final Text screen displays.

Docket Text: Final Text

Notice of Change of Address Filed by Joint Debtor Lisa
Smith, Debtor John Doe Smith. (Bailey, Attorney)

¢ Verify the Final Docket text. If correct, click Next.

¢ If the Final Docket text is incorrect, you must click on your Browser’s Back
button to correct your entries.

¢ To abort or restart the transaction, click on the Bankruptcy hyperlink on the Menu
Bar.

STEP 9 The Notice of Electronic Filing screen will display showing the essential data for
this filing. Scroll down to view the entire receipt.
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